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PNG NRL BID
POSITION DESCRIPTION

	Position
	Office Manager

	Name
	To be advertised

	Department
	Corporate Services – Finance and Administration

	Reports To
	CEO  

	Primary Objectives 
	1. To effectively manage and co-ordinate office operations and procedures to ensure organisational effectiveness and efficiency.

2. To manage, maintain and report on the financial management systems of the Bid.
3. Ensure compliance with current guidelines, protocols and legislation

	Key Responsibilities 
	1. Design and implement office policies and establish standards and procedures
2. Maintain excellent administrative records 
3. Manage the financial management system

4. Perform clerical and secretarial functions

5. Develop record management system and ensure these systems are maintained and up to date and secured

6. Management of contracts.
7. Liaise with legal and financial consultants and advisors.

8. Provide financial reports to management and board.

9. Prepare and implement budgets and accounting systems.

10. Provide payroll services.

11. Manage and reconcile the bank accounts, petty cash, invoicing, purchase orders and petty cash 
12. Ensure the sponsored PNG NRL Bid vehicle is well maintained and serviced kept in safe custody at all times and only used by the designated driver for Bid programs only.
13. Ensure compliance with current guidelines, protocols and legislation.
14. Preparation of reports for and attend meetings as representative of Finance.

15. Ensure proper financial controls and monitoring are in place.

16. Comply with appropriate governance arrangements

17. Ensure all officers adhere to appropriate internal controls.

	Skills & Experience
	· Demonstrated technical ability to ensure that basic accounting standards, concepts and codes of practice are understood and adhered to.
· Demonstrated understanding of revenue and expenditure accounting and budgeting.

· Good written and oral communication skills including high level of computer literacy

· Ability to reconcile accounts, appraise and evaluate data, legilslation, follow guidelines and compile financial management reports

· Good attention to detail

· Possession of business/financial qualifications

· Proven ability to develop and implement office policies, procedures and office management systems.

· Ability to maintain a high level of accuracy in preparing and reporting information.

· Effective organisational skills

· Excellent time management skills.

· Excellent analytical and problem solving skills.

· Demonstrate sound work ethics.

· Current drivers licence.

· Able to work with minimum supervision
· Able to meet target levels and deadlines

	Key Performance Indicators
	1. Develop office policies and procedures manual
2. 100% accuracy with financial reporting

3. 

	Budget Allocation
	


